MUHAMMAD BILAL 


Mobile:03122473691 
03042053406 

Email: Bilalshafquat 

@yahoo.com 


Education: 


D.A.E(electronics)3"¢ 
Karachi institute 
management & technology 
Karachi, Pakistan 


B.COM from Karachi 
University 


1.Com 
Gove collage of education 
(CP) Karachi, Pakistan 


Matric 

Gove zahoor boys 
secondary school of 
Karachi, Pakistan. 


Computer Skills: 
Fundamentals of Computer 


and MS Office Applications. 


Certification 
Micro Soft Office from 
Roshi Computer Institute. 


Personal Data: 


Date of Birth : 19.11.1990 
Nationality : Pakistani 
Gender : Male 
Passport no : CG3705661 


Languages Known : 
English and Urdu fluent 


Interests: 
Computers games. 


PROFILE 

> Currently working in Usman memorial hospital as a Admin Officer. 

> Pakistan Navy Hospital as operation officer from 12% January 2016 

And receptionist from 26" July 2012. 

> Professionally trained operation officer with experience in operations and reception 

> Dedicated and hard worker, able to work under pressure, ability to work independently & 
enjoys a team work, always possess a positive mental attitude. 

> Take every assignment as a challenge and strive to achieve perfection in every job and 
assignment. 

PROFESSIONAL INTEREST 


Customer Service, Management and Administration 


CAPABILITIES INCLUDES: 


Customer service 
MS Office and typing 
Multitasking 
Handling complaints 


Problem solving 
Work Prioritization 
Excellent Communication skills 


EXPERIENCE HIGHLIGHTS: 


Pakistan Navy Hospital 
Hamdard hospital 


Usman memorial hospital 


> Responsible for administration and efficient daily operations of an office. 

> Closely monitor the patients files processing, responsible for medical 
documentations and file updating. 

> Provide superior level of operational service to achieve efficient communication 
between the departments. 

> Daily checking of all the data regarding its correctness and authentication. 

> Manage the day-to-day medical history of the patients. 

> Having ability to analyze the nature of person and deals accordingly 

> Checking inward and outward transfer statement of account and matching it 
with the system. 

> Handling Petty Cash expenses. 

> Responsible for the handling of large amount of data with complete 

Safety & security in accordance with the managements objectives. 

> Offer administrative support and undertake regular activities for the 

office. 

> Making of cash receipts and payment vouchers. 

> Drafting of regarding complains and queries in a most convincing and efficient 
manner. 

> Daily updates the departments regarding the status (position and condition) of 
their inventory. 

> Responsible to maintain efficient communication and coordination between 
outpatient, emergency and pharmacy department. 

> Supervise all the operational activity in order to meet the targets within given 


time and procedure. 
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